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New Faces
Please join us in welcoming some new team members:

Maria T. Luzarraga - Editor, Client Newsletter @ Magazines & Newsletters. Before joining the
Institute, Maria worked for CCH Incorporated where she was a Product Group Leader/Managing
Editor.

Denise Moritz - Technical Manager @ Technical Hotline. Denise joins us from Price Waterhouse
where she was a Senior Accountant.
Darlene S. Morrison - Help Desk Support @ Micro/LAN Support. Darlene came to the Institute from
J&W Seligman & Co. where she worked as a Help Desk Analyst.
Edward J. Novack - Sr. Marketing Manager, Publications @ Marketing & Product Management.
Edward joins us from Time Warner where he worked as a Sr. Marketing Manager.

Susan Ortiz rejoins the Order Team as an Order Representative.
Ramona Perry Jones - Manager Women & Family Issues @ Academic & Career Development.
Ramona joins us on this team from Lee Hecht Harrison where she worked as a Director of Diversity
Research & Training and a Manager of Career Information & Library Services.

Increase your Intellectual Property!
Upgrade yourself and stay “in shape” for the 21st century! The Skills Team has purchased 26 video
training tapes which team members can use to improve and expand their knowledge. The tapes are
held in the Library and include titles ranging from “Getting Acquainted With Your Computer” and
“Learning WordPerfect for Windows” to “Using Powerpoint 4.0". Team members may borrow the
tapes for three days. For a complete listing of available training videos, please see the Library
Bulletin Board on your e-mail or call the Library at x7336.

Payroll Notes
This is a 3-pay month. Therefore, no medical or dental contributions will be deducted from your pay
check on Thursday, October 17. For the October 31 pay day, New Jersey employees will have no
deduction for parking fees.

Discounts anyone?
Now available in Human Resources (NJ & NY) are the Manhattan Today Discount Booklets. These
booklets offer a variety of discounts for restaurants, recreational activities, theater and let’s not forget,
shopping (within the Manhattan area). For your free copy, stop by Human Resources.

Position Postings
As always please consult the HR Bulletin Board on your e-mail for all open positions.

Tele-Hints
Picture it - It’s a busy day, you’re trying to reach someone but that person is not available. You
immediately surrender to the world of “Audix”, only to find you are lost in the digital jungle. Sound
familiar?
To correctly transfer an incoming call to a person’s voicemail:
■
press “Transfer”
■
followed by “Transfer Audix”
■
then “Transfer” again.

Leave Word Calling is a useful and perhaps under used feature of our telephone system. It saves
time and paper. To leave a message after dialing an extension i.e. when your call is not answered,
you hear a coverage or busy tone, or you have been put on hold:
■

Press “LWC” or “Leave Word”

To leave a message without ringing an extension, simply press “LWC” and then immediately dial the
extension number. Remember: LWC messages can only be retrieved if the person is physically
present in the office. These messages cannot be picked up when a staff member is retrieving their
voicemail messages from outside the office.

Training (November)
Date
1st
4th
8th
11th
12th
13th
15th
18th
19th
20th
25th

Course
Beginning WP6.1
Beginning Lotus
Advanced WP6.1
CaLANdar
Advanced Lotus
Powerpoint
Transition WP6.1
Advanced WP6.1
LAN Windows
CompuServe/lnternet
CompuServe/lnternet

Time
9-4:30
9-4:30
9-4:30
9-12
9-4:30
9-4:30
9-4:30
9-4:30
9-12
9-4:30
9-4:30

Status
Space Available
Space Available
Space Available
Space Available
Space Available
Space Available
Space Available
Space Available
Space Available
Full
Full

To register for any of the above courses please call the Training Hotline at x6250 or send an e-mail
to Gabrielle Ulloa.

1997 Time Management Calendars
Human Resources is in the process of ordering 1997 Calendars for the Time Management
Organizer/Planner. If you would like to order a new calendar or need supplies for your present one
please contact Patti Valentino via e-mail or at extension 6212.

Time Cards
Please be sure that time cards are received in Human Resources by noon on Mondays. Prompt
receipt allows Payroll to process any overtime payments in a timely fashion. It may even be a good
idea to designate a team member to deliver them by hand, especially if employees have worked
overtime.

